
   Page 1 of 16 
SMOKE How-To Series: Schedule Training, Request Funding, and Approval Process 

ATTENTION! Please read the document “SMOKE How-To Series Introduction and 

Descriptions” for important information. 

 

SMOKE How-To Series: Course Offerings & Registration; Registration History and 

Unregister All Users 

System Maintenance of Knowledge and Education (SMOKE) 

Version: 1.0 

Intended Audience  

Those with the following roles should review this document: All Roles. 

Prerequisites 

None 

Introduction 

The following covers how to view and register for course offerings available for registration. View registration history 

and unregister from courses. Users with certain roles can register and unregister others including viewing other users 

registration history. 

Offerings & Registration for Courses All Users 

Offerings & Registration under the Courses menu item contains a list of courses that are being offered and that users 

can register for. A user’s roles determines the timelines in which they can register themselves or others for a course and 

the course is viewable in Offerings & Registration. 
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Course Display Rules in Offerings & Registration 

 Display courses with the status of O = Open and the Start Date is <= to the current date and # of Students 

registered for course <= max # of students allowed for course. Applies to the following roles: 

Security Role 

Probationary Instructor 

County Training Committee Chairperson 

Region Training Center Contact 

Pre-Service 

Fire Chief 

Department Secretary 

Training Officer Senior 

Firefighter 

 

 Display courses with any status for the following roles: 

Security Role 

System Administrator 

Region Coordinator 

Department Technician 

Scanning Technician 

Training Coordinator 

Instructor / Course Manager 

Associate Instructor 
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Course Registration Rules 

 Register themselves for a course when course status is O = Open and the Start Date is <= to the current date and 

# of Students registered for course <= max # of students allowed for course. 

Security Role 

Training Coordinator 

Probationary Instructor 

County Training Committee Chairperson 

Region Training Center Contact 

Pre-Service 

Firefighter 

 

 Register themselves and others for a course when course status is O = Open and the Start Date is <= to the 

current date and # of Students registered for course <= max # of students allowed for course. 

Security Role 

Fire Chief 

Department Secretary 

Training Officer Senior 

 

 Register themselves and others for a course when course status is O = Open. 

Security Role 

System Administrator 

Region Coordinator 

Instructor / Course Manager 

Associate Instructor 

 

 Register themselves and others for a course when course status is O = Open and the End Date of the course is <= 

the current date. 

Security Role 

Region Coordinator 

Instructor / Course Manager 

Associate Instructor 

 

 Register themselves and others for a course when course status is O = Open. 

Security Role 

System Administrator 
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Step 1 Access Offerings & Registration: Under the Courses menu select Offerings & Registration. 

 

 

Default display upon entry. 
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Step 2 Search for Desired Course: A user can search for the desired course using the dropdown selections, text only 

search on course names, etc., or combination of dropdowns and text search. In the example below four digits from the 

tracking number of the Schedule Training was used to find the courses attached to the tracking number. Course Name 

could have been used in the text search box to find the course. Retest or Challenger Candidates can use the checkbox to 

have courses displayed that have started but, the student wants to attend the examination for a Retest or Challenger. 

 

Step 3 View Course Details: Next to each course is an Options button that has as possible selections for most users 

Register and Details. Some users depending on their role and if they’re an Instructor or Course Manager for a course 

may see an option called Roster (Roster is covered in the How-To Roster & Grading). Select Details to view a course’s 

details. 
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Step 4 Course Schedule Details: Various details about the course such as dates, times, and other pertinent information 

is displayed in this window. Note: The screenshot below doesn’t reflect all of the information displayed on this screen. 

Notice the Print button in the upper left hand corner. Select this button for a printable display of course details. 

 

 

 

Step 5 Printable Course Schedule Details: A PDF of the Course Schedule Details that can be printed or saved to a user’s 

computer. 
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Step 6 Register Themselves Only User Course has Retest or Challenger Option: A user that can only register themselves 

for a course and the course has a retest or challenger option registration screen is displayed below. If the user is not a 

retest or challenger candidate they simply select Register User and a confirmation window will display confirming they 

have been registered for a course. 
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Step 6 Register Themselves Only User Course has Retest or Challenger Option: If they’re a retest or challenger 

candidate the user indicates which one they are. Which, course exam they’re retest or challenger for. If the exam they’re 

retest or challenging is a written, practical, or both. Note: If the course that has been selected is not Firefighter I & II 

then, the course examination they’re challenging or retesting will only be set to I or II as appropriate and the system will 

not provide the options of I, II, or I & II. To register after selections select Register User and a confirmation window will 

display confirming they have been registered for a course. 
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Step 6 Register Themselves Only (no retest or challenger option): The following is what will display if a user can register 

themselves only and the course is not retest or challenger eligible. The user selects Register User to register for the 

course and a window with a confirmation message will display. 
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Step 6 Users Register Themselves or Others: A user that can register themselves or others will have the User Name field 

display. By default they will be selected and if registering themselves they select Register User to complete their 

registration. If registering another user then they will select the magnifying glass to bring up a search window to search 

for and select the user they would like to register for the course. 

 

 

Step 6 Search for Other User to Register for Course: A user who has the ability to register another for a course can use 

the search function to find the user they want to register for the course. Once the desired user is found they select 

Select next to the user under Actions. The user’s roles determine the list of users they’re able to register for a course. 

For example a Fire Chief, Department Secretary, and Training Officer Senior will only be able to register other users 

within the departments they have those roles in. Instructor/Course Manager role is able to select from a list of all users 

in the system for courses that they’re an Instructor or Course Manager. Regional Coordinator and System Administrator 

have the broadest ability in registering other users. 
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Step 6 Registering Other User Example: Below is an example of where a user that can register another user has selected 

another user and the User Name field has been updated with the selected user’s name. The user selects appropriate 

retest or challenger criteria where appropriate if needed. User selects Register User to register the selected user and will 

receive a confirmation window. 
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Step 7 Registered for Course Confirmation: The following confirmation will display when a user registers themselves or 

others for a course. The user registered for the course will receive email and internal notifications. The message of the 

notifications depends on if they registered themselves or another user has registered them for a course. 
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Registration History & Unregister 

Registration History under the Courses menu item contains a list of courses that a user has registered for and view 

details about the course. In addition depending on course status and their roles they are able to unregister themselves 

or others from a course using Registration History.  

Unregister Rules 

 Unregister themselves from a course when course status is O = Open and the Start Date is <= to the current 

date. 

Security Role 

Training Coordinator 

Probationary Instructor 

County Training Committee Chairperson 

Region Training Center Contact 

Pre-Service 

Firefighter 

 

 Unregister themselves and others from a course when course status is O = Open and the Start Date is <= to the 

current date. 

Security Role 

Fire Chief 

Department Secretary 

Training Officer Senior 

 

 Unregister themselves from a course when course status is O = Open and the current date is <= Start Date to 

the. 

Security Role 

Instructor / Course Manager 

Associate Instructor 

 

 Unregister others for a course when course status is O = Open and the current date is <= (End Date of the course 

+ 5 days). These users have access to roster they can unregister students through the roster too. 

Security Role 

Instructor / Course Manager 

Associate Instructor 
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 Unregister themselves and others for a course when course status is O = Open. These users have access to 

roster they can unregister students through the roster too. 

Security Role 

System Administrator 

Region Coordinator 

 

Step 1 Access Registration History: Under the Courses menu select Registration History. 

 

 

Step 2 Options Selection Unregister Self: Next to the course select Options and select either: 1. Unregister to unregister 

from the course. WARNING! No confirmation requesting are you sure you want to unregister display. Selecting 

Unregister immediately unregisters the user from the course. 2. Details to view details about the course. 
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Registration History View and Unregister Others: Those that can view registration history and unregister others have 

the Search for Another User button available to them. By default upon entry into the screen the user’s registration 

history is displayed. The user’s roles determine the list of users they’re able to view and unregister from a course. For 

example a Fire Chief, Department Secretary, and Training Officer Senior will only be able to view and unregister other 

users within the departments they have those roles in. Instructor/Course Manager role is able to select from a list of all 

users in the system for courses that they’re an Instructor or Course Manager. Regional Coordinator and System 

Administrator have the broadest ability in view and unregister other users. 

Step 1 to View Registration History and/or Unregister Another User: Select Search for another user. 

 

 

Step 2 Search and Select: Search for the user and select the desired user using Select under Actions. 
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Step 3 Select Desired Option: Once the desired user has been selected the screen is updated with the selected user’s 

information. Select the desired option under Options next to the course to view details about the course or unregister 

the user from the course. 

 

 


